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OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
" RECORDS MANAGEMENT. DIVISION

INSTFIUCTIONS See Pubhcatlon No. 76—RM—1 for instructions on completing this form. Forward signed original to ]

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,

Attention: Scheduhng Section. l

_ FOR AGENCY USE__ 1. Agency Addrass” - | FOR RECORDS MANAGEMENT USE
Apphcatron Date Office of P],arming and Budgef Application Number '
| ' Human Development Division ' 7 C? — 2.. CD CO
Application Number Room 613 o Date Received " Date Completed
o ) 270 Washington Stree‘i& SW DEC 17 1979 DEC 31 1979
2. Person to Conmct Working Title Telephone Number

Eddie Rhodes OPB Analyst 656-4395

3. Action Requested
a. B Estapbusn Retentiont Schedule; r#cord will continue to accumulate.
b. [0 Dispose of present accumulation; no further accumulation anticipated.

¢. O _Amend Application No. - Check One: [0 Change; [ Supercede: [J Void

4. Dates of Series 5. Records Saries Title {followed by title used in office; if different)
Earliest Latest

| Present STATE AGENCIES ZERO BASE BUD_GETV' REQUEST ANATYSIS FILES

6. Division and Office Function What is the function of the Division and the Office in which this reﬁord series is created?

Headed by a Director, the Human Development Division performs all the functions
relating to budget analysis and policy planning for those agencies of State
Government responsible for administering State laws relating to social, health
and other human services. These agencies are the Departments of Human Resources,
Veterans Service, Labor, Medical Assistance, and the State PBoard of Workers
Compensation.

H..-_.-—
7. Record Series Description This file contains the following documents (mclude form numbers and tlties ifany):
Attach samples of the file, .

Docurnents relating to:  analyzing budget requests from State agencies responsible for admlnistering
State laws relating to social, health and other human. services.

Included ars: activity analysis; supporting papers;- correspondence and memoranda.
between Division analysts end the (‘overnor s nfflce and concerned oo
State agencies. - —

File is arranged: ch'ronologicelly by fiscal year; thereunder alphabetically by State agency.

8. Monthly Reference Rate How often are records referred to which are:

One to six monthsold __________; Seven to tweive monthsoild . __ _; Thirteen to twenty-four months old
twenty-five monthsandolder_____ 7

e - - :

9. Annual Rate of Accumulation of Rerords
Letter-size drawers _____ 2. _ ; legal-size drawers ______..___: Shelves

A n §

: Other (specify) — em
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._Y_Eas_ﬁvo J 10, Ouestlonnanre (Place an “X" in thegrop_er column) S

. Is this the official copy of the series? !

X L _ . Ifnot. whereisit? . e - e e .
< b.s Does the serles contam ?onfldentlal information requiring security handlmg? If yes, cite law or regulation.!
_ e o _ e . e v e —_— . . _t—f )
1x { Is thns a vutal record? R o e
’__5_ _ = d _Does this serigs have | historical or Io_g_term research value? - ' (; ' N

e. When one or two documents in the file make it necessary to keep the entxre file for a |ong penod couid these
. L.x_.1__  documents be scheduled separateiv?

g. Is the information contained in this series ever analyzed and/or recorded in a summanzed report?
x|l If ves. attach copy, Annual Budpet Report

R _Lubej_qrmaggmmamgdimmﬁerjgj_mbhmgd?_ﬁgu anég_co% Annual Bud&j TLPOH e

e s — - .

h Is there a duplication of this series in your office, or in another office or agency?
1 X | Ifves.wherep

_H_QLJ hthtsﬂm(a;mmgmaaudmgmaﬂx_mmqmmg#ﬂmﬁ N

| ..L.x_ | i Doesthe record series result in a comouter printout? S

11. Retention Requirements The following requires the series to be kept
a. State Law _gai;1w,m%years. d. Audit period — i Y AT,
b. Statute of limitation a2 Y@ATS, e. Administrative need e e e e ., Y@ATS,
c. Federal law ‘ e - YearS. " f. Federal retention instructions N __years,

Attach copy or excerpt of laws or regulations. Explain administrative need.

—_———

12. Aporoved Di Dnsposmon Instructions This agency recommends that the file series be cut orf at the end of each:

O Calendar Year; £% Fiscal Year; [J Other -then,

— smmit oo e Ty

@ Hold in the current files area — month{s) 1 ____ vear(s); then
O Transfer to local holding area, hoid ____.._______year(s); then

0 Transfer to State Records Center; hold —_..year(s); then

O Destroy.

Gt Transfer to State Archives for permanent retention.

{J Other (Specify)

These instructions apply to all prior and future accumulations of the series,

1 ecords Mag_a_ggment Officer (Signature) | Date

( b—éﬁ

'itteo {Signature) Date

£V S U

Recommendations in para-
graph 12 are approved.

{If disapproved, attach letter
of explanation.)

Atterney General/Designee
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